PART I | DEPARTMENT OF HUVAN RESOURCES DEVELOPMENT 17. 399
STATE OF HAWAI |
M ni mrum Qual i fication Specifications
for the C ass:

SUBSTANCE ABUSE PROGRAM MANAGER
( SUBSTANCE ABUSE PROGRAM MGR)

Prerequi site Know edge and Abilities Required:

Know edge of: Laws and regul ati ons governi ng substance
abuse treatnent prograns; principles, practices, nethods and
t echni ques used i n substance abuse treatnent, counseling, case
managenent, and the concepts and theories which are guides for
their use; fundamental concepts of pharnacol ogi cal properties and
effects of psychoactive substances on users; alcohol and drug use
continuumin individuals; varying causes of addiction; the
rel ati onshi p between substance use and i nfectious di seases,
i ncluding H'V and Al DS; behavioral, psychol ogical, social and
health effects of psychoactive substances on users and the
collateral effect on their famlies, significant others and
communities; the role of famly, social networks and comunity
systens as assets or obstacles in the treatnent and recovery
process; research nethods and techni ques; report witing;
comunity resources and the services they provide; and principles
and practices of supervision.

Ability to: Plan, manage and eval uate a statew de substance
abuse treatnment program |earn and apply departnental policies
and procedures and pertinent |aws, regulations and ot her
di rectives governing the provision of substance abuse treatnment
servi ces; devel op policies, procedures, goals and objectives;
ensure conpliance with all applicable | aws, rules, regul ations,
standards and requirenents; eval uate program and resource
requi renents; formulate, reconmend and admi ni ster budget and
expenditure plans; establish and maintain effective working
rel ati onships with coworkers, departnental and other public or
private agency staff; performor oversee the planning and
i npl enentation of staff training; supervise and eval uate the work
performed by others; comrunicate effectively both orally and in
witing with individuals as well as groups; performor oversee
t he devel opment and nonitoring of contracts and grants; and keep
abreast of current trends, practices and issues in substance
abuse treatnent.

Basi ¢ Educati on Requirenent:

Graduation with a bachelor’s degree froman accredited four
(4) year college or university.
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Excess work experience as described under Specialized
Experi ence bel ow, or any other progressively responsible
adm ni strative, professional, or analytical work experience which
provi ded know edge, skills and abilities conparable to those
acquired in four (4) years of successful study while conpleting a
coll ege or university curriculumleading to a baccal aureate
degree may be substituted on a year-for-year basis. To be
accept abl e, the experience nust have been of such scope, |evel
and quality as to ensure the possession of conparabl e know edge,
skills and abilities.

The education or experience background nust al so denonstrate
the ability to wite clear and conprehensive reports and ot her
docunents; read and interpret conplex witten material; and solve
conpl ex problens logically and systematically.

Experi ence Requirenents:

Except for the substitutions provided for in this
specification, applicants nust have had experience of the kind
and quality described in the statenents bel ow and in the anounts
shown bel ow, or any equival ent conbination of training and
experi ence.

Speci al i zed Experience: Four and one-half (4-1/2) years
wor k experi ence which involved one or a conbination of the
foll owing. The experience nmust have denonstrated know edge of
t he goal s, objectives, principles, standards, methods, practices,
and techni ques of substance abuse treatnent.

1) Progressively responsi bl e professional work experience
provi di ng direct al cohol and/or drug abuse counseling
and treatnent services which invol ved assessnent,
devel opnent of individualized treatnent plans, and
provi di ng substance abuse counseling and education to
i ndi vi dual s and/or groups in an al cohol and/or drug
treat nent program

2) Progressively responsi bl e professional work experience
whi ch invol ved the conduct of studies and anal yses of
programs or projects, and active participation in the
pl anni ng, coordi nation, devel opnent and/or eval uation
of substance abuse treatnment and counseling prograns
and/ or program activities.

Supervi sory Experience: One (1) year of work experience
whi ch included: 1) planning, organizing, scheduling, and
directing the work of others; 2) assigning and review ng their
work; 3) advising themon difficult work problens; 4) training
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and devel opi ng subordi nates; and 5) evaluating their work
performance, and disciplining them when necessary.

Manageri al Aptitude: Managerial aptitude will be considered
to have been net through successful performance of, or
substantial participation in, organizing, scheduling, and
coordinating a group of activities in order to attain program
objectives wwthin time, resource and budgetary limtations;
interest in managenent denonstrated by the performance of work
assignnents in a manner which clearly indicates awareness of
problens and the ability to solve them conpletion of educational
or training courses in the areas of managenent, acconpani ed by
t he application of principles, which were |earned, to work
assi gnnments; managenent’s observation and eval uation of the
applicant’s | eadership and nanageri al capabilities; success in
trial assignments to nmanagerial and/or adm nistrative tasks.

Substitutions All owed:

Possession of a master’s degree in social work, psychol ogy,
counsel ing, or other behavioral science froman accredited
coll ege or university may be substituted for one (1) year of
Speci al i zed Experi ence.

Quality of Experience:

Possessi on of the required nunber of years of experience
will not in itself be accepted as proof of qualification for a
position. The applicant's overall experience nmust have been of
such scope and |l evel of responsibility as to conclusively
denonstrate that he/she has the ability to performthe duties of
the position for which he/she is being considered.

Sel ective Certification:

Speci al i zed know edge, skills and abilities may be required
to performthe duties of some positions. For such positions,
Sel ective Certification Requirenents may be established and
certification nmay be restricted to eligibles who possess the
perti nent experience and/or training required to performthe
duties of the position.

Agenci es requesting selective certification nust show t he
connection between the kind of training and/or experience on
whi ch they wish to base selective certification and the duties of
the position to be filled.
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Test s:

Applicants may be required to qualify on an appropriate
exam nati on

Physi cal and Medi cal Requirenents:

Applicants nust be physically able to perform efficiently
and effectively, the essential duties of the position which
typically require the ability to read without strain printed
material the size of typewitten characters, glasses permtted,
and the ability to hear the conversational voice, with or wthout
a hearing aid, or the ability to conpensate satisfactorily.
Disabilities will not automatically result in disqualification.
Those applicants who denponstrate that they are capabl e of
performng the essential functions of the position with or
wi t hout reasonabl e accommbdation will not be disqualified under
this section.

Any condition that woul d cause applicants to be a hazard to
t hensel ves or others is cause for disqualification.

Any disqualification under this section will be nade only
after a review of all pertinent information including the results
of the nedical exam nation, and requires the approval of the
Di rector of Human Resources Devel opnent.

Ment al / Enoti onal Requi r enent s:

Al'l applicants nust possess enotional and nental stability
appropriate to the job duties and responsibilities and working
condi ti ons.

This is the first mninmumqualification specification for
t he new cl ass SUBSTANCE ABUSE PROGRAM MANAGER ( SUBSTANCE ABUSE
PROGRAM MGR)

DATE APPROVED: 6/ 25/ 02 /'s/ Dawn M Young

DAVI S K. YOd
Di rector of Human Resources Devel opnent



